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Changing ePro Passwords

Thistraining document will show you how to change your eProcurement password.

Launch ePro

1L

Click “My Profile”

1L

Click “Change Password”

1L

Enter passwords

L

VoV

1. Log into the ePro system and go to the ePro Home Page

2. Click on the “My Profile” link.

3. Click on the “Change Password” link.

4. Enter your “Current password,” “New password”, and “Confirm
password”
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Changing ePro Passwords

Step 1. L og into eProcurement

After completing an eProcurement class, you will be given aUserID (login name) and Password so you can access the
eProcurement system (ePro).

Start Microsoft Internet Explorer by double-clicking on itsicon (). Do not use Netscape Communicator since it
has problems displaying important information.

Enter the following ePro Web site address in Internet Explorer’s“ Address Bar:” http://epro.lbl.gov/eproprd
Enter the User ID given to you by the PRP team

Enter the password you were given

Click on all the links to arrive at the ePro Home Page

) Peoplesoft 8 Sign-in - Microsoft Internet Explorer 101 =i
J File Edit Wew Faworkes Tools  Help J a ooy - @ @ | @ @ @ »
J.ﬂgldress I@ https: ffeprosry. bl gov: 3001 fservietsficlientserylet [EPROPRD fsignon. html j E‘Ji)GD |JLinks @E 2
Language: Enalish Espafiol Francais
ltaliana Deutsch Erancais du Canada
B Portugués  Mederlands
EB/EE cvenska
UseriD:  |LBNLUSER
Password: |*“*“1*
CUSTOMERS - EMPLOYEES - SUPPLIERS
@ 2000 FeapleSoft Incorporated. All rights resenred. Penple m’erﬂm intemneat’
) & S BN -
|&] Done ’_ ’_ El‘ Internet
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Changing ePro Passwords

Step 2: Click on “My Profile”

§ eProcurement Home - Microsoft Internet Explorer ) oy ]

J File Edit Yiew Favaorites  Tools  Help H & - oy - @ ﬁ | @ @ @ @ | »

J.Qc_ldress I@ https:ffeprosry. Ibl. gov: 5001/ servletsficlientserylet EPROPRDY Fcmd=start & j 6’60 |JLinks @ePro PR

@ Home 2 Help S Sign Out

Home = gProcurerment = eProcurement Home = Start = eProcurement Home Mew Window:

| »

eProcurement Homepage for: Cruz,Mary G

Create Requisition

=4 Creste & newy requistion by brovwsing or
searching company and external
catalogs

- ? Manage Kequisitions
« Review existing reguisitions, edit, wiew: ; 3 on akbout yourself and
their status, cancel, receive, and return your personal preferences
to vendar

To Do List wiewe Al First [ 1051 [B] Last
Cue Date Description

Status

=

|@ I_ l_ ré_ |Q Internet
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Changing ePro Passwords

Step 3: Click on “Change Password”

3 My Profile - Microsoft Internet Explorer

j&-=» QA QES

J Address I@ https: ffeprasry bl gov: 8001 fservletsichentserylet [EPROPRD) ?ormd=startf: j G0 “ Links @el ¥

J File Edit Wiew Faworites Tools  Help

\

- .
T l|

BcarzLer L)

& Hormne

Home = gProcurerment = Main Menu = Admin = My Profile Mesi \Wind oo

Profile for: MGCRUZ

Cruz Mary G
Manage My Manage My 5[%\ Reguest My
Favorite lterms Request Templates ‘ Procurement Cards

Chande password
T —

Change or set up forgotten password help

Preferences

E-mail Address: [MECrz@bLgay

You are currently logged inusing  English
My preferred language for reports and email is; I English ]'

Currency: US Dallar j

|&] l_ l_ ré_ |4 Internst

L
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Changing ePro Passwords

Step 4: Enter Passwords

Enter your Current Password in the first box
Choose a new password. It should be

o Eight characters

0 Haveacombination of letters and numbers

o0 Not have any specia characters
Passwords are “ case sensitive” so note whether your password contains upper or lower-case letters.
Enter your new password in both the “New Password” box and the “Confirm Password” box.
Pressthe“OK” button.

a My Profile - Microsoft Internet Explorer

J File Edt Yew Fawarites Tools  Help H - @ 2

JAQIdress I@ https:,l',l'eprosrv.IbI.gov:BDDl,l'servlets,l'iclientservlet,l’EPle @GD |J Links **

2 Home 2 Help & Sign Qut

Home = eProcurement = Main Menu = Admin = My Profile Mew Window

Change password

*Current Password:

1
*New Password: |
1
|

*Confirm Password:

| Ok || cCancel|

|@ ’_ I_ E |ﬂ Internet 4
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